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PROVI S| ON REGARDI NG PAYNMENT 12/ 03 502.1

502.1 AMOUNT OF PAYMENT -

A. In the TANF Program - The ampount of the monthly paynment is the anmount of the
budget ary deficiency (the appropriate standard of assistance for the
assi stance unit, as specified in Section 304, |ess countable incone, as
specified in Section 305), plus the TANF Match Paynent, if any, adjusted to
the next | ower dollar, except as provided bel ow

1. Maxi mum Rei mbur sabl e Paynent in TANF - Because of linmitation in
State funds in the TANF category, the State Board has approved for
pur poses of reinbursenment to localities:

a. A ratabl e reduction in the standard of need for TANF

b. An overall maxi mum amount of payment established for each
group of localities, as shown in Appendix 2 to Section 304.

Any locality wishing to neet up to the full (100% standard of need
and/or to nmeet the full budgetary deficiency, even though in excess
of the maxi mum rei nbursabl e amount may do so provided (a) the ful
(100% standard of assistance is not exceeded in determ ning need,;
(b) the additional cost is paid fromlocal funds and (c) the
percent age of need met and/or the policy with respect to paynent
are used in all cases in the locality.

Note: When a TANF Match Paynent is included in the nonthly
paynment, and the TANF benefit, plus the TANF Match Paynent, exceeds
t he maxi mum for the assistance unit, the maximumw Il not apply and
the full amount of the conmbined paynent will be issued. However,

t he amount representing the TANF benefit must not exceed the
maxi mum for the size of the assistance unit.

2. M ni rum Paynment - |f the budgetary deficiency is |less than $10. 00,
no paynment is made. However, if an assistance unit's ineligibility
is based solely on this mninum paynment provision, the case will be

approved and retained as an active TANF case.
The m ni mum paynment rul e does not apply when a conbi ned paynent

(mont hly benefit plus TANF Match Paynent) is issued. The check
will be issued provided the conbined paynent is at |east $1.00.
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B. In Energency Assistance to Needy Fanmilies with Children - The tota
paynment which may be granted to a family under the Emergency Assistance
program nust not exceed $500.
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502. 2 PERI OD COVERED BY PAYMENT -

A

Paynment covers need for the entire calendar nonth of eligibility (Section
401.1.1.), except when eligibility is determned in the sane nonth in

whi ch an application for financial assistance is received or when an

i ndividual is added to an existing case. No paynent nay be issued,
however, prior to the date of application. The effective date of paynent
is the date that initial eligibility for assistance or a change in anpunt
of assi stance begins.

No paynent shall be made on an approved application for periods prior to
the date of application. If the beginning date of assistance is not the
first of the month, the benefit for that nmonth nust be prorated. This is
acconpl i shed by dividing the anbunt payabl e by 30 days, regardl ess of the
total nunber of days in such nonth. This ampbunt is then nultiplied by the
actual days in the nonth including and follow ng the date of

aut horization. Additionally, when an individual is added to an existing
case, the individual's portion of the grant nust be prorated for the
first nonth of eligibility with the beginning date of paynent established
in accordance with Section 401.2.B.2.c.

Exanple #1: A Group Il locality receives a signed application from M.
Doe on August 18. She requested assistance for herself and two (2)
children and reports no incone. The agency determned she is eligible to
recei ve an assi stance paynent on August 24. The begi nning date of
assistance for Ms. Doe is August 18. The agency will conpute her first
nonth's paynent based on the foll ow ng infornmation:

1. 14 days = nunber of days for which Ms. Doe is eligible to receive
assi stance i n August.

2. $320.00 - paynent amount for full nonth's benefit.

The nethod of conputation is as foll ows:
$320.00 +30 = $10.67 x 14 = $149.33
$149.00 grant (rounded down)

Exanple #2: A Goup Il locality receives an application on August 5
requesting assistance for a nother and two (2) children. The famly
receives Social Security of $88.50 each nonth. The agency deternines
eligibility on August 10. The begi nning date of assistance for Ms. Doe is
August 5. The first payment will be conputed as foll ows:

$320.00 - $88.50 = $231.50 full month deficit
$231.00 +30 = $7.70 daily rate

$7.70 x 27 days = $161.70 prorated deficit
$161.00 grant (rounded down)
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Example #3: On Septenber 5, a tinmely report is received that on that
date a sibling of the child(ren) in the assistance unit noved back into
the hone. The child being added has unearned incone of $30 per nonth.
Eligibility for the child is established on Septenber 13. However, the
paynment is prorated for the period begi nning Septenber 5 (26 days), the
date the required unit menber entered the hone.

$320 current grant

$382 - $30 = $352 full grant after adding child
$352 - $320 = $32 child's portion to be prorated
$32 + 30 = $1.07

$1.07 x 26 days = $27.82

$27.00 (rounded down) suppl enment for Septenber

If the individual's presence in the home is not reported tinely, paynent
for the first nonth of eligibility will be prorated fromthe date the
change was reported or becane known to the agency. O, if the unit
failed or refused to cooperate in establishing eligibility w thout good
cause, paynment will be prorated fromthe date the |ast categorica
verification is received or eligibility condition is nmet. (Refer to
Section 401.2.B.2.c.)

B. In TANF-UP - Follow Policy in 502.2 A except when a second parent enters
the hone in an existing TANF case. Policy in 401.2 B.2.c addresses
handl i ng the addition of a second parent.

C. In Enmergency Assistance - Paynent covers specified needs related to the
energency as specified in Section 203.2. Payment is also limted to
coverage of needs arising or anticipated during the 30-day period
following initial authorization of EA
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502. 3 METHOD OF PAYMENT - Financial assistance under the TANF programis

made available to eligible recipients in the formof a nbney payment in cash
or check or direct deposit, with no restrictions inposed by the agency on the
use of funds by the individual.

The foll owi ng exceptions are permtted:

A In TANF, a "protective" vendor paynent may be made under conditions
specified in Section 502.7.

B. In TANF, payment may be nade for day care by vendor service paynent
under conditions specified in Section 403.7.

C. In Emergency Assistance, paynment may be made either as a noney paynent
to the recipient or by the vendor nethod to the provider of goods or
services,* whichever is nore practicable and advantageous to the famly,
except that the State Board has ruled that paynment for purchase, repair,
novi ng or storage of househol d equi pnent nust be nade by the vendor
met hod.

502. 4 DESI GNATED PAYEE - The persons who may be designated as payee are as
fol | ows:

A Money Paynent

1. The grantee-relative with whomthe eligible child(ren) is living.
The grantee-relative is ordinarily the caretaker, but may be other
than the caretaker in sonme situations. Exanples:

a. A child s father receives SSI and is the grantee-relative for
the TANF payment which includes the nother as needy caretaker

b. A 16 year old nother is the caretaker in an TANF grant, but her
mot her, with whom she lives, is the grantee-rel ative; such a
grantee-relative, if needy, may be included in the assistance
unit (see Section 302.7.A)).

C. An assi stance unit consists of a 22 year old parent and her
children. However, a specified relative also residing in the
hone is exercising primary responsibility for care and contro
of the children and, therefore, is the grantee-relative.

2. The legal representative of the grantee-relative, if one has been
appoi nted and has qualified.

3. The protective payee, under conditions specified in Section 502.7.

* 45 CRF 233.120(b)(2) (i) TANF Transmittal 28
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B. Vendor

An energency payee in an existing case, when a situation, such

as sudden death, desertion, inprisonnment, or conmtnent to a nenta
hospital, unexpectedly deprives the child of the care of the grantee
relative. Paynent to an energency payee is for a tenporary period,
limted to the time necessary to make and carry out plans for the
child's continuing care and, in any event, not exceed three nonths.

Paynment - The provider of goods and/or services.

502. 5 | SSUANCE OF PAYMENT

A

| ssuance Date -

1

The Monthly Money Paynment - |If the effective date is either the date
of application or the first of the nonth follow ng the nonth of
application, benefits should be authorized at the tine of approval.
ADAPT wi |l issue the paynent 2 — 3 days | ater. Subsequent ongoi ng
nont hly paynments will be mailed on the first of the nonth to cover

t he needs for that nonth.

Suppl enental Paynent - A suppl emental paynent is defined as a
paynment given in addition to the pre-authorized assi stance paynent
as a result of a change in circunmstances which increases need for a
speci fic nonth.

Suppl ementary checks are to be issued i mediately using an effective
date of the first of the nonth for which the check is being witten.

Vendor Paynents are to be issued after the end of the nmonth, upon
receipt of a bill fromthe provider of goods or services. Wen
protective vendor paynents are nade in TANF, under conditions
specified in Section 502.7, it may be necessary in sone instances to
i ssue such paynents at intervals during a nonth.

TANF Match Payments - TANF Match Payments are defined as current
child support paid on behalf of a case, less $50. The Match payments
are issued in the second month following receipt and are issued with
the TANF benefits as a single payment.
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B. Mailing of Checks - Al checks, including the initial noney paymnent,
are to be mailed via the United States Postal Service, unless the
reci pient has a justifiable reason for calling in person at the office
for the check or for asking that the check be delivered directly to him
at his place of residence. Such reasons should be stated by the
recipient in witing and his signed and dated witten request shoul d be
filed in the case record. A receipt should be secured for any checks
delivered personally in the office or in the home. Proper
identification should be requested if there is any doubt as to the
identity of the recipient.

C. Direct Deposit — The process by which TANF benefits are electronically
posted to a client’s bank account. Direct deposit will continue until
= The client provides a witten request to stop the direct deposit,
= The TANF case cl oses,
= The client makes changes to the bank account whi ch causes the direct

deposit not to post, or
= The client’s circunstances change, such as an energency payee is
attached to the case.

The client nust be provided the Direct Deposit Enrollnent Authorization
form (032-03-672) if he requests direct deposit. The formis available at
http://1 ocal agency. dss. state. va. us/divisions/bp/tanf/forms.cgi. To set up
a direct deposit, cancel direct deposit, or if the direct deposit does not
post to the client’s bank account, see Section 500, Appendix 1, Check
Handl i ng Procedur es.

D. Energency Paynents - Emergency paynents shall be issued by |ocal boards
in emergency situations or in the event of delay or error in a State
i ssuance of checks for paynents of assistance.* The State agency is to
rei nburse the local board for such paynents. In energency situations
which result fromlost or stolen checks, the State Departnment shal
assune liability for |osses incurred by |ocal boards due to fraudul ent
acts by recipients provided, however, the |local agency referred the
case to the Commobnweal th Attorney and the decision to prosecute or not
has been made by the Commpbnweal th Attorney. Enmergency paynents must be
i ssued in these two situations:

1. In the event of lost or stolen checks, a replacenent check mnust
not be issued until after the fourth mail delivery. The State
Depart nent of Social Services and the |ocal agency must ensure
that no undue del ays occur in issuing replacenent checks. A
repl acenent check nust be issued upon receipt of notification
that the stop paynent process has been conpleted. This includes
recei pt of three notarized affidavits by the State Departnent of
Soci al Services Fiscal Processing Unit. Refer to Appendix | to
Chapter 500 for detail ed check handling procedures. The
Affidavit on Check Endorsenent (032-06-118) is avail able at
http://1 ocal agency. dss. st at e. va. us/ di vi si ons/ bp/ tanf/forns. cgi

2. Once the application has been approved for paynent, an energency

paynment will be issued to a client who is in dire need at the
time of initial application

* Code of Virginia, Section 63.2-323 TANF Transmittal 28
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502. 6

A

3. VWhen issuing a Full Enploynent Program (FEP) stipend or bonus
payment, the replacenent check nust be a State-issued check. Do
not issue a FEP replacenent check fromlocal funds, as no process
exists to reinburse the locality.

| NTRASTATE TRANSFERS -

Transferring the Case

When a recipient of TANF or TANF-UP noves fromone locality to live in
another within the state and there is no other change in his

ci rcunst ances which would render himineligible, he is entitled to
receive assistance without a break. To assure the continuation of

assi stance without interruption, the follow ng procedure nust be used.

1. If the nove is the result of the fam |y seeking tenporary
shelter/housing in another locality within the State of Virginia and
the family intends to return to the original locality, the origina
locality may, at its option, keep the case for up to two paynent
months. If the family has not returned to the original locality after
t he second paynent has been issued, the case nust be transferred in
accordance with the procedures outlined below. |In making a
determination as to whether the original locality should keep the
case, the agency should work with the unit and consider the distance
of the nove and any hardshi ps that woul d be encountered by the unit
in reporting changes, etc. and whether the unit is residing in a
different locality grouping. If the case is retained by the origina
locality, the payment will be based on the paynment |evel of the
original locality.

2. If the nove is permanent (i.e., the assistance unit does not intend
to return to the original locality or if the agency determ nes that
the case should be transferred during a tenporary nove), the locality
fromwhi ch the recipient has noved (the transferring locality) must,
within five working days of notification, conplete a desk review and
forward the eligibility case record along with a Case Record Transfer
Form (032-03-227) to the receiving locality if the case continues to
be eligible. The case record must contain all verification and ot her
docunent ati on substantiating eligibility. The transferring locality
must forward the entire case file to the receiving locality. If the
transferring locality wishes to maintain a part, or all of the case
file, they nust copy the portion that they wi sh to keep, and forward
all of the original case file contents to the receiving locality.

The eligibility case record nust be sent by certified mail, or by a
courier service which is under contract with the Departnent of Social
Services, or delivered personally, to the receiving locality and a
recei pt must be obt ai ned.

Note: If the transferring and receiving agency both use an el ectronic case
record system the transferring agency nay send a conpact di sk of the case
information if that is acceptable to the receiving agency.

If the receiving agency does not use an electronic case record system the

transferring agency nust print the case information and send the docunents
to the receiving agency.
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B. Transferring Agency Responsibility

The transferring agency nust conplete a desk review to assure the
correctness of the next payment as the transferring locality is
responsi ble for the accuracy of this paynment. The desk review entails
reflecting all changes known or reported prior to the recipient's nove
which affect eligibility or payment and any changes occurring as a result
of the recipient's nmove. It also entails a review of the case to insure
that any other follow up or special reviews have been conpleted. |If the
case is overdue for review, the transferring locality does not have to
conplete a renewal prior to transferring the case.

Local social services agencies nmay not transfer TANF cases in the
foll owi ng instances:

The case has a suspension status due to InterimReporting.
The case has a suspension status due to tenporary ineligibility for any
reason (one nonth).

e The case has a suspension status because net support is greater than
the current TANF benefit.

e The TANF application is pending. The original agency nust process the
application. The agency must secure sufficient information to process
t he application unless the applicant elects to withdraw the
application.

Cases that have been sanctioned for non-conpliance with a VIEWrequirenent
nmust be transferred.

The transferring agency nust send the recipient a Notice of Transfer
providing notice that their case has been transferred and listing the
nane, address, and tel ephone nunber for the receiving agency. |If any
changes during the desk reviewresult inineligibility or a decrease in
the grant, procedures with respect to the Advance Notice of Proposed
Action (032-03-018) are applicable.

The transferring locality will specify on the Case Record Transfer Form
that the nonth following the nonth in which they send the form and case
record to the new locality is the last nonth for which they will make
paynment. |f the TANF case was receiving food stanps, the transferring
locality rmust note the inpact of the transfer on the food stanp case on
the Case Record Transfer form |f the case is open to services, the
transferring locality will inmmediately notify the service worker of the
client's nove and new address, and upon conpl etion of the Case Record
Transfer Form wll forward a copy to the service worker. Verification on
changes which could not be made for the next paynment, due to the advance
notice requirenents, will be included in the case record and will also be
specifically noted on the Case Record Transfer Form under additiona
remarks. The receiving locality will take the necessary action to nmake the
change(s) and send the Advance Notice of Proposed Action i mediately.

Grant adjustnents necessary to conformw th the standard of assistance in
effect in the locality to which the recipient has nmoved nust be nade
effective for the nonth following the recipient's nmove. If the adjustnent
results in a decrease or term nation of assistance, tinely notice nust be
given to the client. It is the responsibility of the transferring locality
to give tinmely notice. (See 502.6 D.2. for detailed instructions regarding
transfers between Loudoun County and other agencies.)
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Recei vi ng Agency Responsibility

The receiving locality is responsible for conpleting a desk review within
5 working days of receiving the case and acknowledging receipt to the
transferring agency using the Case Record Transfer form. The desk review
must insure that there continues to be an eligible child in the home,
inquiry about new employment with earnings greater than 130% of the
federal poverty level, and if a VIEW participant inquiry about reportable
changes for VIEW. The receiving agency must inpact these changes,

affecting eligibility or paynent for the first of the nonth follow ng the
month in which the transferring locality specifies as the last nonth they

wi || make paynent. This is the paynent nonth for which the receiving
locality will assune responsibility for the accuracy of the paynent. |f
the receiving locality wll not be approving the case, or will be

approving it in an anpbunt |ess than the prior paynent, they are
responsi bl e for sending the Advance Notice of Proposed Action to the
client.

There are no circunstances under which it is pernissible for the
receiving locality to return the case to the transferring locality
(other than the recipient subsequently noving back to the origina
locality).
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D

TRANSFER BETWEEN LOUDOUN COUNTY DSS AND OTHER LOCAL AGENCI ES

If the receiving locality will nmake the next paynment follow ng the
client's nove, changes reflecting either a decrease or increase, caused
solely by Loudoun County DSS neeting the standard of need, and the other
not, nust be nade.

If, however, the transferring locality is going to nake the next paynent
the following rule applies:

1. If the receiving locality is Loudoun County, the transferring
locality shall not increase the reinbursable anbunt since it does
not
have | ocal funds available for this purpose.

2. If the transferring locality is Loudoun County, the paynent nust be
adjusted in accordance with the paynent policy of the receiving
locality.

HANDLI NG OF APPEALS

1. If the desk review done by the transferring locality results in a
determ nation of ineligibility, that locality will close the case.
VWhen the appeal is validated, the transferring locality wll
reinstate the grant in the original amobunt (if client remains in
same group) or the ampunt appropriate to the locality in which the
recipient is living. The case should then be transferred to the new
locality advising themthat there is an appeal in process. \Wen the
appeal decision is final, the transferring locality will imediately
notify the new locality of the appeal decision so that the
appropriate action can be taken. If the case continues to be
eligible, the receiving locality will be responsible for recouping
any overpayments, by establishing the claimin ADAPT entering the
FI PS code for the agency where the overpaynent occurred. The FIPS
for an agency other than the current FIPS can only be entered during
the cal cul ati on of the overpaynent on BAT185 (Benefit Adj ustment
185% I nconme Test). |If the case is found to be ineligible, the
transferring locality will be responsible for recovering any
over paynents.

2. If the desk review done by the transferring locality results in a
reducti on of payment, and the client appeals the action, the appea
wi Il be against the transferring locality, but the locality who is
maki ng the next payment will be responsible for restoring the grant
to the correct level. The transfer procedure is to proceed as usual
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The Regi onal Hearings Oficer will send the receiving locality a
copy of the appeal validation and notify themas to the original
amount of assistance which nust be restored. If the case continues
to be eligible, the receiving locality will be responsible for
recoupi ng any overpaynents. If the case is found to be ineligible,
the transferring locality will be responsible for recovering any
over paynents.

3. If an appeal is filed due to a decrease resulting from adj ustnents
in the standards of assistance, the hearing will be ALLOWED.
F. MEDI CAl D COVERAGE

To assure continued Medi caid coverage the transferring locality must
i medi ately change the mailing address in the Medicaid conputer as
soon as the change is reported. The current city/county code is to
be changed sinultaneously with the forwardi ng of the case record and
THE REQUEST FOR TRANSFER ACCEPTANCE to the receiving locality.

G SI TUATI ONS AFFECTI NG THE TRANSFER PROCESS

1

Not e: There

Subsequent Mves During the Transfer Process - If the recipient
nmoves to a third locality before the receiving locality can conplete
their redeterm nation, the redeterm nati on does not have to be

conpl eted. The procedures outlined earlier in this section will be
followed to effect this subsequent transfer

Reapplications in Another Agency After Case dosings - If a fornmer
reci pient of ADC reapplies in another locality, that locality nay
request the case record fromthe fornmer locality. The fornmer
locality must comply with this request and forward the case record
to the requesting locality within five working days of receipt of
the request. The former locality should retain the financial and
statistical fornmns.

Applicant Moving to Another Locality within the State - In the event
an applicant noves to another locality, with the intent to remain
there, prior to conpletion of the initial deternination of
eligibility, the agency nmust process the application. |If
eligibility exists, the case nust be transferred foll owi ng policy
under Transferring Agency Responsibilities (502.6.B.). |If the
application is denied, the agency will notify the applicant using
the Notice of Action.

are no provisions for interstate transfer of cases. If a

reci pi ent noves to another state, assistance must be term nated and tinely

noti ce sent

advi sing the recipient of the case action.
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502. 7 PROTECTI VE AND VENDOR PAYMENTS - According to federal regul ati ons*
protective and or vendor paynents are to be nade in TANF cases in the foll ow ng
situations:

A Need for Protective or Vendor Paynent -

1. The use of a protective or vendor paynent is appropriate only when
there is specific evidence that funds are being nm smanaged in such a
way that the well-being of the child(ren) is threatened, in naking
di versi onary assi stance paynents, or if the caretaker who is on
probation or parole fails a drug test.**

a. Prior to making a determ nati on of mi smanagenent, the foll ow ng
condi tions nust be consi dered:

1) whet her the fam |y has experienced sone emergency or extra-
ordinary event for which it was appropriate for avail able
funds to be spent;

2) whet her expenses for necessary bills exceed the recipient's
grant and ot her incone;

3) whet her the recipient has withheld the paynent as a
reasonabl e exerci se of consuner rights when there is a
legitimate di spute as to whether terns of an agreenment have
been net.

The above-nentioned conditions or any other relevant conside-
rati on would not be just cause for making a protective or vendor
paymnent .

b. A protective or vendor paynent should ordinarily be made only
when a grantee-rel ative has persistently denmonstrated an inabi -
lity to manage funds in the best interest of the child(ren) and
when continued recei pt and nmanagenment of the TANF check woul d
represent a threat to the health or safety of the child(ren).

Evi dence of m smanagenent includes but is not limted to:

1) conti nued evidence that the child(ren) is not properly fed
or clothed and that expenditures for the child(ren) are made
in such a way as to threaten the child' s chances for healthy
grow h and devel opmrent .

2) persistent and deliberate failure to nmeet obligations for
rent, food, school supplies, and other essentials.

Protective paynents are not to be used in situations where hazardous
conditions other than m suse of funds, jeopardize the child s well-
being to the extent that court adjudication of custody should be
sought. (In such instances, when custody is placed with the | oca
board, the child will be eligible for AFDC FC.)

* 45 CFR 234.60
** Code of Virginia, Section 63.1-105.8
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The TANF case record must contain a statement indicating the specific
reason(s) why a protective or vendor paynment is being made

In the event a creditor requests that a protective or vendor paynent
be made as a result of nonpaynent of bills, the recipient nmust be
advi sed of the request. The agency shall notify the recipient in
witing that the creditor's request will not be honored.

VWere no other suitable protective payee can be found, it may be
necessary for a staff menber of a private agency, the local welfare
department/soci al services or other appropriate organization to serve
as protective payee. Such a staff nenmber nust be a worker providing
services (not eligibility determnation) for famlies. |If a staff
menber is designated as protective payee, provisions for bonding this
enpl oyee nust be nade.

2. Under the TANF program protective or vendor paynents are to be made
when the applicant for or recipient of TANF fails to cooperate in
establishing paternity, |ocating absent parents and or securing
support unless the |ocal agency cannot, after reasonable efforts,
| ocate an appropriate individual to act as protective payee. The
| ocal agency is responsible for defining what constitutes reasonable
efforts. The case record nust be docunented. The anmount of the
assi stance paynent is to be determ ned without regard to the needs of
the caretaker-relative and the entire amount of assistance will be
provided in the formof protective and/or vendor paynents in cases
where a protective payee has been | ocated. For cases where the
agency is unable to locate a protective payee, the individual's needs
will not be considered in determ ning the amount of assistance
however, the applicant/recipient will continue to receive the paynent
on behalf of the remaining unit.

3. Unl ess a minor parent (on his/her own case) neets an exception to the
resi dency requirement and |lives independently, protective paynments

are to be made in these cases. Protective paynents are to be made to
the m nor parent's parent, or person standing in |oco parentis.

* 234.60(a)(2)(iii)
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4. Vendor payments are to be made in diversionary assistance paynents
whenever possi bl e.

5. If a TANF caretaker who is on probation or parole fails a drug test,
the probation or parole officer will notify the | ocal department of
soci al services. Upon receipt of such notification, protective
paynments nust be arranged as soon as administratively possible. The
protective payment arrangenment shall remain in place for one year
provi ded the caretaker does not fail a subsequent drug test.*

B. Procedures for Mking Protective or Vendor Paynents

1. In protective situations, the superintendent or |ocal board may take
actions to designate a protective payee to act for the recipient in
recei ving and managi ng the total assistance paynent.

The protective payee should be a person who is interested in or
concerned with the welfare of the grantee-relative and his child.

The selection of the protective payee should be nade by the grantee-
relative, or with his participation and consent insofar as possible.
The | ocal departnent must have evidence that such protective payee
has the ability and will in the best interest of the grantee-relative
and his child. The agency will take appropriate action to protect
reci pients when it appears that problenms are beyond the capacity of

the protective payee to handl e.

The protective payee nmust not be executive head of the |oca
departnent of social services; the person determning financia
eligibility for the famly; the special investigator or nenber of the
staff handling fiscal processes related to the recipient; the

| andl ord; grocer, or other vendor of goods and services dealing
directly with the recipient. Additionally, service workers, private
agency staff, and staff of other organizations can only serve as
protective payees in situations per 502.7.A 1. or 502.7.A 5.

2. In sone situations, it may appear nore appropriate to make certain
portions of the assistance payment to a vendor, continuing to nake
the remai nder of the grant to the famly. vendor paynents may be
made in TANF to appropriate persons providing goods and services,
with the selection of such person being nmade by the recipient or with
his participation and consent insofar as possible.

The | ocal departnent nust have evidence that vendors have the ability
and will act in the best interest and protection of the grantee-
relative and his child.

Aut hori zation for vendor payments will be nade according to current
| ocal agency procedures.

*Code of Virginia, Section 63.2-605
TANF Transmittal 20
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C. Provision of Services - In protective situations referral to socia
services staff must be nmade, to assure protection of recipients, where
probl emrs and needs for services are obviously beyond the ability of the
protective payee to handl e.

D. Periodic Review of Need for Protective or Vendor Paynent - A review of
the need for protective or vendor paynents in behalf of children and of
the way in which a protective payee's responsibilities are being carried
out will be made as frequently as indicated by the individua
circunst ances and at |east every six nonths, or 12 nonths if
appropriate. This review can be coordinated with the eligibility
renewal . Wen the protective or vendor paynment is made in accordance
wi th Support Enforcement Program the reviewis only to assess the way
in which the protective payee carries out his/her responsibility. The
need for such payment is already established.

Appropriate controls are to be established by the |ocal departnment to
insure that cases are reviewed within the specified period. The case
narrative should include an evaluation of the situation at the tine of
review and a statenent of the basis for the decision at that time to
continue or to term nate protective or vendor paynents.

E. Term nation of Protective and Vendor Paynent - Provision is to be nade
for appropriate termi nation of protective or vendor paynents as follows:

1. VWhen the grantee-relative is considered able to manage funds in the
best interest of the children, there will be a return to noney
paynment status.

VWhen it appears that the need for protective paynment will continue
or is likely to continue beyond two years, because all efforts have
not resulted in sufficiently inproved use of assistance in behalf
of the children, judicial appointnent of a guardi an or persona
representative will be sought. Wen such an appoi nt nent has been
made, paynment will be rmade to the guardian or personal
representative

2. Protective or vendor paynments made on the basis of a caretaker-
relative's failure to cooperate in establishing paternity, |ocating
absent parents or in securing support, will be termnated with a

return to noney paynment status only when the caretaker-relative
conplies with these conditions of eligibility.

3. Protective paynents nmade on the basis of a caretaker's failed drug
test will be terminated after one year.

F. Ri ght of Appeal - Opportunity for a fair hearing will be given any
reci pient:

1. In relation to the deternmination that protective or vendor paynents
shoul d be made or continued, or
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2. In relation to the payee or vendors sel ected.

The recipient is to be advised of his right of appeal when the
determ nation is nade that a protective or vendor payment wll be
initiated and at the tine of any change in payment status.

G Saf eguardi ng I nformation - Release of information to the protective payee
fromthe public assistance record must be confined to those facts about
the fam |y nenbers and their situation that are pertinent to the
fulfillment of the payee's responsibility in the honme. Information from
the social history of the case, such as the legitimcy of children
ci rcunmst ances of previous marriages, facts concerning rel atives of the
reci pient, medical data, etc., should be disclosed only when required for
the welfare of the family or the protection of the protective payee. The
i nformati on shared may vary according to the type of help offered the
fam ly and the payee's personal or professional qualifications.
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ADJUSTMENT OF
| MPROPER PAYMENTS 4/ 03 503.1 - 503.2

503.1 DEFIN TION OF | MPROPER PAYMENT - A TANF paynment made by a | ocal departnent
i s inmproper when the paynment is incorrect because: (1) the assistance unit does
not meet eligibility requirenents in the category (paynent to an ineligible
case); or (2) paynent is in an amobunt greater than the anount to which the
assistance unit is entitled under established policy (overpaynent); or (3)
paynment is in an anpunt |ess than the anmpbunt to which the assistance unit is
entitled under established policy (underpaynent); or (4) a VIEWpartici pant

recei ves a paynment or purchase on his behalf which is in an amount greater than
what he is eligible for or for which he is ineligible as a result of the client
wi t hhol di ng or providing fal se information.*

| mproper paynments may occur as a result of overdue reviews or other agency errors
or because of erroneous or inconplete information supplied by the client.

| mproper paynents may be reveal ed by several sources, not necessarily limted to
the follow ng: Local Agency Reviews, Quality Control Reviews, Federal Program
Revi ews, Fair Hearings, or earnings reports furnished by the Virginia Enpl oynent
Conmi ssi on.

503.2 STATUTORY PROVI SI ONS FOR REFUND OF OVERPAYMENTS AND PAYMENTS TO

I NELI A BLES - In the operation of any program of public assistance in any
locality, for which program appropriations are made to the Departnent of Soci al
Services, it is provided that if a paynent or overpaynment is made to an

i ndi vidual who is ineligible therefore under federal and/or State statutes and
regul ati ons, the anpbunt of such payment or overpayment shall be returned to the
Department of Social Services by the locality. However, no such repaynents may
be required of the locality if the Departnent determ nes that such overpaynment or
paynments to ineligibles resulted fromthe promul gati on of vague or conflicting
regul ati ons by the Departnent's Central or Regional Ofices or fromthe failure
of either of the offices to make tinely distribution to the localities of the
statutes, rules, regulations, and policy decisions causing the overpaynment or
paynments to ineligibles to be made by the locality. Further, no such repaynent

will be required fromsituations where a locality exercised due diligence, yet
recei ved inconplete or incorrect informtion which caused the overpaynment or
paynment to ineligible(s). |If alocality fails to effect the return, the

Department of Social Services shall w thhold an equal ampbunt fromthe next
di sbursement made by the Department to the locality.**

The criteria used for determining if a locality exercised due diligence are as
fol | ows:

A A redeterm nati on was not outstanding (overdue) in the case in question
unl ess:

1. The agency has received permission fromthe State to suspend revi ews,
or

2. It can be shown that the error was the result of the client willfully
wi t hhol di ng i nformati on which woul d not have been di scovered by
verifications required at the time of the review, or

3. The error had not occurred at the tinme of the schedul ed review

* 2002 Acts of Assenmbly, Item 362
** Acts of Assenbly, Appropriations, Budget Bill
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B. The error was not the result of an anticipated change that was overl ooked.
C. The error was not the result of the client reporting a change that the

agency failed to foll owup on.
D. The error was not the result of failure to use avail abl e managenent tool s.

E. The case record nust be thoroughly docunmented regarding efforts to obtain
i nformation.

503.3 PERI OD SUBJECT TO REPAYMENT Overpaynents and paynents to ineligibles

whi ch shall be repaid to the State will be assessed for each nmonth (effective
April I, 1973) in which the recipient fails to report earned or unearned income
froma new source or other changes, such as conposition of the assistance unit,
etc.; for each nonth the agency failed to take appropriate action within the
time limt specified on a change reported by the recipient; or for any incorrect
payment which is identified by Quality Control

503. 4 COWPUTATI ON OF REPAYMENT Standards and policies which are in effect at
the tine of the inproper paynment shall be used in determ ning the anmount of
repaynent to be made. A standard and/or a policy is considered in effect in
relation to a specific case after the date when (I) a standard or policy has
become effective by State Board action in all cases or (2) a standard or policy
has becone effective in new and revi ewed cases and the particular case is (a) a
new case, (b) a case in which a reviewis due or (c) a case in which a change in
ci rcunmst ances has necessitated a partial review Exception

Recouprent /recovery policy in effect at the tine of discovery of the
overpaynent(s) is to be used in determning the ampunt to be repaid.

VWhen an overpaynment to an ineligible has been identified by the state or federa
agency, a report is submtted pronptly to the |ocal department. Ten (10)
wor ki ng days, fromthe date the report was sent to the locality, is allowed for
t he agency to concur or register its exception to the findings with the regiona
office utilizing the concurrence nenn. The regional office will provide an
opportunity for resolution of the differences and render decisions within thirty
(30) working days. The resulting decision is subject to appeal to central

of fice. However, only appeals in which the final decision was not made in
accordance with established policy will be accepted.
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503.5 - REPAYMENT PROCEDURES - The | ocal departnment must notify the Division of
Fi nance of the TANF/VIEW overpaynent by entering the overpaynent information
into Application Benefit Delivery Automation Project (ADAPT).

If the overpaynent was caused by agency error, it nust be entered into both
ADAPT and the Locality Automated System for Expenditure Reimbursement (LASER).
The Division of Finance will deduct the anpunt fromthe next reinmbursenment nade
to the locality.

VWhen an overpayment is keyed in ADAPT, the FIPS entered nmust always represent
the originating locality. The originating locality is the locality in which the
over paynent occurred. An agency entering a claimin ADAPT, where the

over paynent occurred in another agency must enter the originating FIPS on BAT185
(Benefit Adjustnent 185% Income Test). This nmust be done before keying the

over paynent information on BATAOC (Create Overpaynent/Claim.

503.6 - WAI VER OF CERTAI N OVERPAYMENTS - Federal regulations allow certain
over paynents to individuals no | onger receiving assistance to be waived
(temporary delay).*

A Over paynent Less than $35 - All overpaynents to individuals no |onger
recel ving assi stance which are less than $35 are to be waived after the
| ocal agency has: 1) notified the individual, or attenpted to notify the
i ndi vidual if his/her whereabouts are unknown, in witing, that an
over paynent has occurred which nmust be repaid; and 2) the individual fails
to respond or refuses to cooperate with the request for repaynent. No
further action to recover the overpaynent is to be taken. The case record
nust be docunented. (NOTE: The agency must allow at |east 10 days from
date of mailing for the individual to respond to the request for repaynent
prior to waiving recovery of the overpaynent.)

B. Overpaynents of $35, or More - In situations where the outstanding

over paynent of TANF/VIEW to an individual no |onger receiving assistance
is $35, or nore, the |ocal agency may waive collection of the overpayment
after reasonable efforts to recover the overpaynment have been taken and it
is determ ned that further efforts would not be cost-effective. The agency
nmust notify the individual that an overpaynment has occurred, which nust be
repaid, by sending a letter requesting repaynent to the individual's |ast
known address. In order to denonstrate reasonable efforts, the agency nust
take the actions listed below. The actions nust be taken in the foll ow ng
order; however, the agency may eval uate whether further efforts would be
cost-effective after any one of the actions to collect the overpaynent is
unsuccessf ul

1. Attenpt to locate the individual. If the individual's present
wher eabouts are unknown and attenpts to | ocate the individual has
been unsuccessful, the case record nmust contai n docunentation of
attenpts nmade to locate the individual, such as mail returned to the
local agency

2. Deternmine that the former recipient has no means with which to repay
t he overpaynent. The case record nust contain docunentation of
evi dence used by the agency to determnine the individual has no
i ncome or cash reserves;

* 45 CFR 233.20(a) (13) (Vi) TANF Transmttal 25
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3. Di scuss net hods of repayment with the individual. |If the individua
refuses to cooperate, secure a witten statenent fromthe individua
that he refuses to repay the overpaynent.

Once reasonable efforts to collect the overpaynent have proven to be
unsuccessful , the agency must docunent the case record with evidence that
further recovery efforts would equal or exceed the amount of the over-
payment. Such evidence may include the cost of staff time, the cost of

| egal /attorney fees, or any other evidence the agency has which
denonstrates that further recovery efforts would not be cost-effective.
The agency head, or his designee, will make the final determ nation as to
whet her further efforts would be cost-effective.

Retention of Information - The agency nust maintain information on

i ndi vi dual s no | onger receiving assistance who recei ved an over paynent
whi ch was wai ved, including overpaynments |ess than $35. The agency nust
initiate recoupnent procedures should one or nore of those individuals
again be found eligible to receive assistance.

Intentional Program Violation (IPV) - In situations involving a TANF VI EW
| PV, the agency nust nake every effort to collect the overpaynent

regardl ess of the anount; the overpaynment may not be waived. See Section
102 for policy on handling Intentional Program Violations (IPV)

503.7 - Calculating Overpaynents - There are several factors which nust be
consi dered when cal cul ati ng over paynents (IPV and non-1PV)

A

Determination of Continued Eligibility - Wen any change in circunstances
whi ch caused an overpaynment is still in effect at the time of discovery,
t he agency nust first prospectively determne the client's continued
eligibility.

Deternmi nation of Wen the Overpaynent Began - The worker is to deternine
when the overpaynent began and secure all verifications necessary to

cal cul ate the overpayment. The overpaynent began in the nonth the change
occurred if the source of the overpaynent is:

1. SSN or application for a SSN for a newborn

2. the receipt of a lunp sumwhich did not neet the reported tinmely
requi renent or when conbined with other incone is |Iess than 100% of
need,

If the overpaynment is the result of any other factor, excluding the
recei pt of a lunp sumwhich net the reported tinmely requirenent or was
equal to or nore than 100% of need, the overpaynent began the nonth
foll owi ng the nonth the change occurred.
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Assi stance paynments issued and paynent reductions del ayed as a result of
t he advance notice period are not overpaynments. Refer to the exanples
bel ow

Example 1: On April 27, Ms. Snith reports new enpl oynent. A prospective
determ nation reveals that Ms. Snmith's May incone is going to exceed
need. Due to the advance notice period, the worker cannot close the case
until June 1. The May paynent is not an overpayment.

Example 2: On August 5, Ms. Carter reports her new job. Although the
information is reported tinely, the agency fails to take action to reflect
the anticipated income for Septenber. Since the reason the Septenber
paynment was not reduced or term nated was because of the agency's failure
to act and not the advance notice requirenment, the Septenber paynent is an
over paynent whi ch must be recouped/recovered.

C | npact _on Earned Incone Disregards Wen Cal cul ati ng Overpaynents - Wen
cal cul ati ng overpaynments which are the result of the custonmer's failure to
timely report receipt of earned income, the earned inconme disregards are
not to be allowed in the 185% screening but are allowed in the standard of
assi stance screenings, and in determ ning the anmount of the correct
paymnent .

The earned income disregards are applied in accordance with Sections
305.1.A and B., when cal cul ating an overpaynment resulting from

-the agency's failure to act on a change in earned incone which was
reported timely,

- any action which cannot be taken due to the advance notice period, or

- paynents i ssued pendi ng an appeal deci sion
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D. Support Rel ated Overpaynents - Wen an over paynent occurs which is the
result of the client's failure to redirect support, the client's needs
are not to be renoved for purposes of calculating the overpaynent.

E. Income Rel ated Overpaynents - The | ocal agency nust determ ne the
correct anount of the paynent the assistance unit should have received
for those nonths the assistance unit actually received an overpaynent.*
Usi ng conversion factors of 4.3 and 2.15, if appropriate based on
Section 305.1.B.2. b, screen the income at 185% and at the standard of
assistance to determne the nonthly paynment amount. |n cases involving
changes required to be reported or paynents made pendi ng an appea
deci sion, the |ocal agency nust determne the nonth that the overpaynent
initially occurred and all other months as follows:

1. If, due to a m sunderstanding or inadvertent error on the part
of the assistance unit, an assistance unit failed to report a
change in its circumstances within 10 days of the date the change
becane known to the assistance unit, the first nonth of an
overpaynent will be the first nonth in which the change woul d have
been effective had it been reported in a tinmely manner

The | ocal agency may not deternmine as the first nonth in which the
change woul d have been effective, any nonth |ater than two nonths
fromthe nonth in which the change in income occurred, unless it
is determined that a verified disability affected the person’s
ability to understand the reporting rule. In that situation the

| ocal agency worker has the discretion to determ ne that the

over paynent began at the tine that the agency first |earned about
t he overpaynent or first deternmined that it had failed to act upon
i nformati on correctly provided by the individual

2. If the assistance unit reported a change within the prescribed
time limts, but the local agency did not act on the change
timely, the first nonth affected by the |ocal agency's failure to
act nust be the first nonth the | ocal agency shoul d have nmade the
change effective. Therefore, if an advance notice was required
but was not sent, the local agency nmust assune that the maxi num
advance notice period as provided in Section 401.4.C woul d have
expired without the assistance unit requesting a fair hearing.

3. If prospectively ineligible, the full assistance paynment is an
over paynent .

4. If the prospective deternination renders the case eligible,
cal cul ate each nobnth's overpaynent and apply earni ngs di sregards
as indicated in Section 503.7.C., if applicable.

F. Overpaynents Not Related to Income - If an overpaynent is the result
of any factor other than income, the overpaynent is to be based on
the actual circunstances of the case each nonth.

* 45 CFR 233.20(a)(13) TANF Transmittal 27
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Exanple: In June the worker discovers that an eligible child left the hone
on August 5 of the previous year. The child should have been reported no

| ater than Septenber 10. Overpaynents nust be cal cul ated beginning with the
Cct ober payment. The overpaynent anount is the difference between the grant
recei ved each nonth and the correct grant for the actual nunber of eligible
menbers living in the househol d.

Overpaynents Resulting fromlncorrect Conposition of the Assistance Unit
When it is discovered that an individual required to be in the assistance
unit is living in the hone, it nust be determined if an overpaynent
occurred. This determination is to be nmade as foll ows:

1. Redetermine eligibility for each month beginning with the nonth
followi ng the nonth the individual entered the hone or was required to
be in the assistance unit, including the individual's needs, and
actual income. Any resulting overpaynments nust be recouped/recovered.

2. If during the period in which the individual was required to be in the
unit he had no inconme or his needs exceeded his incone, an
under paynment has occurred only for the nonths in which all categorica
requirenents were net and the conditions of eligibility are
retroactively deemed to be net per Section 401.2.B.2.c. (See Section
503.9.)

H. Total support collected by DCSE, as identified on the Notification Report,
nust be deducted from TANF over paynents.

Exanpl e: A $354 TANF paynment was made for the nonth of April which
i ncluded a $100 Match Paynent. The anmpunt subject to recoupnent is $254,
m nus total support collected by DCSE in April (the nonth the overpaynent
occurred), which was $75; therefore, the April overpaynent is $179.

l. In localities neeting the standard of need, only the standard of
assi stance State/federal share of the TANF overpaynent is to be reported
to Financial Managenent. Each locality is then responsible for recovery
of the local share of the overpaynent directly fromthe client.

J. Calculating a VIEW Overpaynent — A VI EW overpaynent occurs when a VIEW
partici pant receives a paynent or purchase on his behalf which is an
amount greater than what he is eligible for or for which he is ineligible
as a result of the client withholding or providing fal se information

The worker nust determine if the participant is still eligible for
services and determne the correct cost of the services that the
partici pant would continue to receive.
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Exanpl e:  The agency gives the client a $50 voucher for work clothing. The
client changes the amount to $500 and the vendor honors the voucher. There
is an overpaynment of $450.

Determi nation of When the Overpaynment Began — The agency is to determn ne
when the overpaynent began and secure all verifications necessary to

cal cul ate the overpaynent. The worker is to use the best avail able

evi dence including, but not Iimted to:

1. past and existing vouchers fromvendors that were paid in the period
t hat the overpaynent occurred,

2. the history of payments for supportive or transitional services that
were paid for by the local agency in the period that the overpaynment
occurred and,

3. t he amount cal cul ated starting 10 days from when the client had
know edge of the information

VWhen cal cul ating the overpayment anount the worker is not to include any
amounts that the individual paid toward services that were provided in the
peri od the VI EW over paynent occurred.

503.8 RECOUPMENT AND RECOVERY OF OVERPAYMENTS - State Board policy, adopted in
accordance with federal regulations,* requires the |ocal department to pronptly
recoup or recover any overpaynents including overpaynents resulting from

assi stance pai d pendi ng hearing deci sions. Repaynment by either a forner or
current recipient of the overpayment can occur through recouprment or recovery or
both. The agency should discuss voluntary repaynment with the client prior to
initiating a recoupment.

A Recoupnent consists of withholding all or part of the assistance paynent.
An overpaynment made to a current recipient nmust be recouped by reducing the
amount of any future assistance payable to any assistance unit of which the
i ndi vi dual is a nenber

1. In situations where the client has no cash reserve or countable
i ncome (paynment equal s the Standard of Assistance for the AU), 10% of
t he assi stance paynment may be recouped until the overpaynent has been
repai d.

Exampl e:  Grant of $320.00. Recoup 10% New grant $288.00

* 45 CFR 233.20(a) (13) (i)
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2. In situations where the client has earned incone, unearned i ncome, or
any conbi nation thereof, in addition to his assistance payment, part
or all of the assistance paynent nay be recouped as |long as the
assistance unit retains at |east 90 percent of the standard of
assi stance when the total gross incone and the anount of the current
grant are consi dered.

a. Deternmi ne the anpbunt of the overpayment.

b. Conbine all gross incone (no earned inconme disregards apply) and
the current grant.

C. Det ermi ne what 90% of the standard of assistance for a famly of
equal size in the sane locality would be. This represents the
amount of noney the client nmust have available to live on.

d. The difference in Step b. and c. represents the client's ability
to repay the overpaynent.

The nonthly assi stance payment will be reduced according to (1) and (2) above
until such tine as the overpaynment has been repaid. |f, however, incone and/or
cash reserves have been counted in establishing the client's ability to repay,
recovery of the overpaynent may al so be acconplished through voluntary
repaynent. This option is to be offered to the client prior to initiating a
recoupmnent .

I f recoupnent reduces the grant to zero, the case will be retained as TANF
eligible with no noney paynent.

B. Recovery consists of making arrangements with a former or current
reci pient for voluntary repaynent of all or a portion of the overpaynent
even though the client may no longer be eligible for assistance. |If a

former recipient fails to make the voluntary repaynent, the agency nust
initiate action under Section 63.2-512, Code of Virginia, to collect the
amount as a debt. Failure or refusal of a current recipient to

voluntarily repay the overpaynent will result in court action only when
recoupnent i s not possible and, thus, precludes pronpt correction of
over paynents as described in 503.7D, i.e., no grant fromwhich to recoup

due to a deficit of less than $9.50.

C. RESPONSI BI LI TY FOR OVERPAYMENTS — The al | owabl e anpbunt of recoupnent or
recovery of the overpaynent fromthe client is limted to the total anount
of the overpaynents.

1. When TANF benefits are overpaid, the caretaker-relative of the
assistance unit at the tine the overpaynent occurred shall be
primarily responsi ble for repaynent of the overpaynent. |If that

particul ar caretaker-relative is not available, and his whereabouts
are unknown, then the overpaynment is to be recovered fromthe
remai ni ng nenbers of the assistance unit.
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The agency shall recoup or recover any overpaynent from
a. The assi stance unit which was over pai d.

b. Any assistance unit of which a nenber of the overpaid
assi stance unit has subsequently become a menber

2. VWhen the overpaynent is the result of intentional erroneous receipt
of VI EWsupportive or transitional services, only the VIEW
participant is responsible for repaynent. Oher nenbers of the
assistance unit at the tine of the overpaynment are not liable for
repaynent of a VI EW overpaynent.

The agency will only require payback fromVIEWwhen there is a
definabl e cost.
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Qut st andi ng over paynments nust be recovered or recouped when a forner recipient
reapplies for assistance and is found eligible. The schedule of repaynent is to
be based on the current situation of the client.

D. PROVPT CORRECTI ON OF OVERPAYMENTS - An over paynment must be recouped or
recovered as soon as adm nistratively feasible. One of the foll ow ng
actions rmust have occurred by the end of the cal endar quarter follow ng the
gquarter in which the overpaynent was first identified.

1. Repaynent nust have al ready been acconpli shed.

2. Action to locate and/or recover froma forner recipient mnust
have been initiated.

3. Repaynent from current recipient occurring either through
recouprment or voluntary repaynment.

I f instances occur where none of the three actions have been taken by the
time stated above, the overpaynent nust still be recouped or recovered.

I f prosecution for an I PV occurs, then the anmobunt of court ordered

restitution will be the amount of the overpayment to be recovered fromthat
case.
E. DETERM NI NG | NTENTI ONAL PROGRAM VI OLATIONS (IPV) - Aclient error nmay or

may not be an | PV, which exists when there is evidence clearly establishing
that the recipient willfully withheld information or gave fal se infornmation
affecting his eligibility or the amount of assistance. (See Section 102
for further procedures.)

F. REPORTI NG OVERPAYMENTS - In instances where the assistance paynent is
reduced or suspended to recoup an overpaynent previously repaid to the
State Departnent of Social Services, or cash anpbunts are received as
recovery of noney previously repaid to the Departnent of Social Services
fromlocal funds, an adjustnent nust be reported on LASER in order that the
locality can recover local funds paid to the State. The amount of the
deduction made fromthe current paynent, the anount of the suspended grant,
or the cash amount received as recovery should be shown as an addition to
expendi tures in LASER

G RETENTI ON OF OVERPAYMENT RECORDS — All over paynent records nust be
mai nt ai ned for three years after the claimis satisfied.

* 45 CFR 233.20(a)(13)(ii)
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503. 9 CORRECTI ON OF PRI OR UNDERPAYMENTS - Federal regulations require that, if a
State Plan provides for recoupnent/recovery of overpaynents fromthe client, it
nmust al so provide for pronpt correction of prior underpaynents to current

reci pients and those who would be current recipients if the error causing the
under paynent had not occurred.* Therefore, the agency is to correct any

under paynent to any person who is currently in need, regardl ess of whether they
are current recipients. (See 305.1.D.2.C.) The local agency shall notify a case
not currently receiving assistance, in witing, of requirement to denonstrate
their current need (that they would currently be eligible for TANF if they
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applied) in order to receive underpaid benefits. Additionally, when the agency
di scovers that a household was incorrectly denied/termnated, the forner
applicant/recipient nust provide verification that the assistance unit was
actually eligible for each month subsequent to the incorrect denial/termnation
An underpaynent will only be cal culated for each nmonth such verification is
provi ded.

VWhen it is learned that an underpaynment has been made as a result of any (client
or agency) error, there nmust be correction of the prior underpaynent by
repaynent to the client as foll ows:

1. The total allowable repaynment to the client shall be the
amount of the under paynents.

2. Retroactive repayment of prior underpaynents shall be made
either in one lunp sum paynment or by nonthly install ment
paynments to the client until the full allowable repayment is
made. The met hod of payment is to be selected by the |oca
agency.

3. The retroactive corrective paynent shall not be considered as
i ncomre in determ ning need and the anount of the continuing
assi stance paynent for which the recipient is eligible in the
month in which it is paid or the next followi ng month. The
TANF maxi nrum paynment may be exceeded by the anpbunt of such
corrective payment.

The agency nust al so correct outstandi ng underpaynments to forner recipients who
have reapplied and are found to be eligible.

The above instructions are not applicable when a corrective paynent is nade as a
result of an appeal to the State Board or a court decision. |In such cases, the
terns of the State Board decision or court order apply.

At the time a grant is made or increased for the purpose of correcting a prior
under paynent, the recipient nust be inforned in witing of the purpose of this
speci al all owance; the anpbunt and the period for which it will be nade; and the
fact that it will automatically ternminate at the end of the specified period.

If this is done and the recipient, at the time the special allowance is

term nated, appeals within the advance notice period, assistance need not be
continued in the original anmount.

503. 10 OFFSETTI NG OVERPAYMENTS AND UNDERPAYMENTS - | n cases which have both an

under paynent and overpaynent, the agency will offset one against the other in
correcting the payment.

TANF Transnmittal 23



VI RG NI A DEPARTMENT

OF SOCI AL _SERVI CES TANF MANUAL CHAPTER 500
Check Handling Information
and Procedures 4/ 05 APPENDI X |

CHECK HANDLI NG | NFORVATI ON_AND PROCEDURES

Thi s appendi x expl ai ns check handling procedures for cancellation or re-issuance
of returned checks, replacenent of lost/stolen or mutil ated checks,

rei mbursement of localities for locally issued checks, mmiling checks when a
direct deposit did not post to client’s account and obtaining a copy of a cashed
check. Note: The ADAPT transactions bel ow indicate howto conplete fields

rel ated to check handling procedures. Routine procedures for conpleting screens
and transmtting to view the next screen have been omtted.

A d ossary
1. ADAPT - The Application Benefit Delivery Automation Project.
2. Direct Deposit — The process by which TANF benefits are
electronically posted to a client’s bank account.
3. Cancel | ed Check - A cashable check that is returned to the State and
redeposited in a State account. A check cannot be cancelled if it
cannot be cashed, i.e., if there is a stop paynent against the

check, if the check has al ready been cashed or if the check is
mutilated. When a check is cancelled, any recoupnent is null

4. EW- The eligibility worker or other |ocal departnent of socia
services staff with check handling responsibility.

5. Forgery - A payee states that the signature on the back of a State
check is not hers/his. The account of the first casher is debited,
and the noney is deposited into a special State account.

6. FPU - Fiscal Processing Unit. The FPUIis the unit within the State
Depart ment of Social Services, Division of Finance, that processes
returned/undel i vered checks, |ost/stol en checks, cancelled, and
muti |l ated TANF checks.

7. Fraud - The payee signs affidavits stating she/he did not cash the
State check, but the payee has cashed or cashes the check or
recei ves benefit of the check. The |ocal agency nust get |oca
nmoney back fromthe payee if any was given to the payee.

8. LASER — The Locality Automated System for Expenditure Rei nbursemnent.
9. LDSS - The | ocal departnent of social services.

10. Miutil ated Check - A check is nmutilated if it cannot be cashed, i.e.
the magnetic ink has been torn, the anobunt or payee has been
tanmpered with, or if 1/2 of the check cannot be recovered. |If |ess
than 1/2 of the check can be recovered, Stop Paynent procedures mnust
be foll owed.

11. Payment History - A history in ADAPT of the paynents received by a
case.
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12. Repl acenent Check - A local or State check that is witten to the
payee to replace a State check that is nutilated or has a stop
payment placed against it. The |ocal agency that wote the origina
check is the only | ocal agency that can wite such a check

13. Specific Paynent Inquiry - Information specific to an individua
paynment on the Paynent History.

14. Stop Paynment - An action placed against a check so that it will not
be honored, i.e., in the case of a lost/stolen or nmutil ated check
The check is stopped, not the paynment to the client. Recoupnment is
not affected. A local or State check generated through ADAPT shoul d
be issued to the payee.

15. VACIS - The Virginia Cient Information System (VACI S) accessed by
FPU to send and recei ve check status information. Codes entered
into VACIS by FPU are communi cated to the ADAPT check handling

Screens.
B. TANF Checks - Schedul es and Mailing Information
1. Mailing - State-generated TANF checks are mmiled by the State
Treasurer's Ofice. The check date is the mailing date.
2. Mont hly Cycle - Ongoi ng State-generated TANF checks to be
i ssued/ mailed on the first of each nonth.
3. Daily Cycle - Initial and suppl emental checks generated by the
State.
C Undel i vered Check Procedures
1. Check Returned to VDSS by the Post Ofice
Responsi bl e
Party Action
FPU = As soon as a check is returned to VDSS, FPU updates

the VACI S check status screen to flag the check with
a “U code (Undelivered).

= This updates the Public Assistance Paynent History
(CHPAH1) screen in ADAPT, notifying the EWthat the
check has been returned to the State and pl aces an
entry on the PA Check Actions Required I nquiry screen
of the LDSS. To view, sign on to VACIS and enter the
paraneter string “PAACTQ’

= Note: If action is not taken by the locality within
10 cal endar days fromthe handling date shown on
CHPAHL, the check will automatically be cancelled by
FPU with a CAl code.
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a. To rennil the check:

Responsi bl e
Party

LDSS

FPU

Acti on

The EW accesses the ADAPT Main Menu, selects Option
8, Check Handling Menu (CHMENU), then selects Option
2 on CHVENU, Check Status Update.

The Public Assistance Paynent Hi story (CHPAHL) screen
is presented. The EWenters "Y' beside the check to
be renmail ed.

This brings up the Check Status Update (CHSTAT)
screen. The EWconpl etes the Status Update Reason
Code, entering "DO1" to mail the check to the sane
address, or "D02" and the new address to mail the
check to a new address. This information is sent to
FPU t hrough VACI S

FPU checks the VACIS PA Check Actions Required
Inquiry screen at |east daily and, upon receipt of
notification, remails the check and clears it from
VACIS. The action in VACI S updates the Public

Assi stance Paynent History (CHPAHL) in ADAPT to show
the check status as "Remmil ed."

b. To cancel the check

Responsi bl e

Party

LDSS

FPU

Acti on

The EW accesses the ADAPT Main Menu, selects Option
8, Check Handling Menu (CHMENU), then selects Option
2 on CHVENU, Check Status Update (CHSTAT).

The Public Assistance Paynent Hi story (CHPAHL) screen
is presented. The EWenters "Y' beside the check to
be cancel | ed.

This brings up the Check Status Update (CHSTAT)
screen. The EWconpl etes the Status Update Reason
Code, by entering the appropriate cancellation code.
This information is sent to FPU through VAC S

advi sing themto cancel the check.

FPU checks the VACI S PA Check Actions Required
Inquiry screen at |east daily and, upon receipt of
notification, cancels the check and clears it from
VACIS. The action in VACI S updates the Public

Assi stance Paynent History (CHPAHL) in ADAPT to show
the check status as "Cancelled.”
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2.

State Check Returned to LDSS

Responsi bl e
Party

LDSS

Acti on

When a check is returned to the LDSS, it nust be
cancell ed. The EWnust stanp the back of the check
with the agency stanp and return it to FPUwth a
note to cancel the check and stating the reason the
check was returned.

Note: Do not wite VOD on the check.
FPU cancel s the check and updates the Public

Assi stance Paynent History (CHPAHL) in ADAPT to show
the check status as "Cancelled.”

Check Reported Undelivered by Payee

Responsi bl e
Party

LDSS

Acti on

When the payee reports nonrecei pt of the check, the
EWdeternines if the payee has noved since the |ast
check was received.

If the payee has moved, he/she should inquire at the
former address about the delivery of the check there.
The EWmust i medi ately update the address section of
the Case Information 1 (AECASE) screen to ensure that
future checks are sent to the new address.

If the payee has not noved, ask hinfher to watch for
the postal carrier the next day and inquire about the
check delivery.

The EWmust verify that the check in question was

i ssued. To do this, access Option 8 on the ADAPT Main
Menu to bring up the Check Handling Menu (CHVENU). On
CHVENU, access Option 1, PA Paynent History Inquiry.
This presents the Public Assistance Paynent Hi story
(CHPAH1) screen where the status of the check is

di spl ayed.

Not e: The EWnust check the Public Assistance
Payment History (CHPAHl) at |east daily.

| f ADAPT shows a check was processed, followthe
| ost/stol en procedures.

| f ADAPT shows anythi ng other than processed, follow
the procedures for that status.
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4. Check Reported Lost/Stolen by Payee
a. The payee reports nonreceipt of a TANF check
Responsi bl e

Party Action

LDSS The pay FIPS reflected on the Public Assistance
Payment History (CHPAHl) is the LDSS responsible for
the check, regardl ess of the present locality of
residence. The locality will request the stop
paynent, issue the replacenent check, and correspond
with FPU for that check. Note A FEP recipient check
nust be a State-issued check. |If locally witten, no
rei mbursement is avail abl e.
Before initiating any action, the EWnust | ook up the
paynent history to be sure a check was witten and
sent and to nmake sure that the check has not been
cancel | ed, undelivered, re-issued, mutilated or
stopped. |f any of these appear, refer to the
appropriate procedures.
To check the paynment history, access Option 8 on the
ADAPT Main Menu to bring up the Check Handling Menu
(CHMVENU). On CHVENU, access Option 1. This presents
the Public Assistance Paynent Hi story (CHPAHl) screen
where the status of the check is displayed. To view
paynent details, enter a “Y' beside the |ost/stolen
check and the PA Specific Payment History (CHSPHS)
screen wi |l display.

a. Qobtain signed affidavits:

Responsi bl e
Party Action
LDSS If a check was issued, have the payee conpl ete and

sign three State affidavits (Form 032-06-118/3).
Both the front and back of the affidavits nust be
conpleted. The affidavits nust be notarized and
stanped with the notary seal

If the affidavits are inconplete, incorrect, or are
phot ocopies, FPUw Il return themto the LDSS for
correction. FPUw Il not nake corrections to the
forns. Al three affidavits nust be original copies
with an original signature.

Note: The payee for the check is the only person
allowed to sign the affidavits. |If the payee and
recipient are two different people, be sure the payee
is signing the affidavits.
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Responsi bl e
Party Acti on
LDSS = Send two of the affidavits to the FPUin a |arge
envel ope. The affidavits nmust not be folded. Send
the affidavits via overnight pouch to:
Margretta Patterson
VDSS Central Ofice
Di vi si on of Finance
Fi scal Processing Unit
= Filethe third affidavit in the eligibility record.
b. Enter stop paynment request in ADAPT:

Responsi bl e
Party

LDSS .

Acti on

After the fourth mail delivery day fromthe check
date (same as the mail date), if the payee still has
not received the check and the check has not been
reported by the FPU as undelivered, initiate action
to stop paynent.

Note: |If the payee reports that the check has been
| ost or stolen after receipt, the stop paynent
procedures still apply.

The EW accesses the ADAPT Main Menu, selects Option

8, Check Handling Menu (CHMENU), then selects Option
2 on CHVENU to access the Public Assistance Paynent

Hi story (CHPAHL) screen.

On CHPAH1, place a "Y" in the field beside the TANF
check for which the stop paynent is appropriate. This
brings up the Check Status Update (CHSTAT) screen.

On CHSTAT, enter the appropriate stop paynent code in
the Status Update Reason Code field. Note: A
supervi sor nust authorize this function.

This information is sent to the FPU PA Check Actions
Required I nquiry screen, notifying FPU of the stop
paynment request.

Under no circunstances should an LDSS request a stop
paynment w t hout having two conpleted affidavits with
original signatures. An LDSS that requests a stop
paynment w thout first obtaining affidavits risks
nonr ei mbur serent of a locally issued repl acenent
check.
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Responsi bl e

Party Action
FPU = FPU checks VACIS at | east once a day for stop

paynments initiated by the LDSS.

= Upon receipt of two correctly conpleted affidavits
and the stop paynment request through ADAPT, FPU takes
action to stop paynent on the check, then updates the
Publ i c Assistance Paynent Hi story (CHPAHL)screen to
show t he check status "Stop Resol ved."

= Note: Only after the check status on the PA Paynment
H story (CHPAH1) has been changed to "Stop Resol ved"
can a State check be witten or a locally witten
check be reinbursed.

D. Checks Lost by First Casher After Check |Is Cashed by Payee (e.qg., Fire,
Robbery, or Enpl oyee Error)

Responsi bl e

Party Action
LDSS = Affidavits are not required fromthe payee. However,

for the locality's own protection, it is reconmended
that the payee sign a statenment that he/she did cash
the check at the casher's and did receive the anmount
of the check. Have the statenment signed by a notary
and keep it in the case folder.

= Enter a stop payment request in ADAPT and wite a
letter of explanation to the FPU. The letter nust be
on LDSS | etterhead and include the check/warrant
nunber, case nunber, payee nanme, date, and anount of
the check. A copy of the paynment history can be used
to provide the identifying information.

FPU = Upon receipt of the explanation, FPU takes action to
stop payment on the check, then enters the
appropriate stop paynent code in VACIS. This, in
turn, updates the Public Assistance Paynent History
(CHPAH1) to show the check status "Stop Resol ved."

= The LDSS must then issue a |local check to the casher
and record the check in ADAPT using Option 4 on the
Check Handling Menu (CHVENU). This information is
transmtted to the F10.2 report. Upon receipt of the
report by the LDSS, the check information nust be
entered in LASER. The LDSS wi |l be reinbursed via
el ectronic transfer.
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E. Muti | at ed Checks

Responsi bl e

Party Action
LDSS = The pay FIPS reflected on the Public Assistance

Payment History (CHPAHl) is the LDSS responsible for
the check, regardless of the present locality of
resi dence.

= |f |ess than one-half of the check is recovered,
foll ow stop payment procedures under "Lost/Stol en
Check Procedures" in C. 4.c above.

= Note: A mutilated check cannot be cancell ed.

= |f one-half or nore of the check can be recovered and
can be read, send the nmutilated check to FPU. Attach
a letter on LDSS | etterhead expl ai ni ng what happened
and including all the identifying information on the
check, i.e., case nunber, check/warrant number, nane
and address on the check, amount, check date and FIPS
code on check. A copy of the paynent history can be
used to provide the identifying information.

FPU = FPU updates the VACIS PA Check Action Inquiry screen
with stop paynent code M)1. This, in turn, updates
the ADAPT PA Public Assistance Paynent History
(CHPAH1) check status to "Mutil ated."

LDSS

The EWissues a |l ocal check to the payee.

F. Lifting a Stop Paynent O der

Responsi bl e

Party Action
LDSS = Tel ephone Margretta Patterson in FPU at (804) 692-

2334 and request that the stop payment be lifted.

= |If the stop paynent can be lifted and the LDSS has
not issued a replacenent check to the payee, the
payee may cash the original

= |If the stop paynent can be lifted and the LDSS has
i ssued a replacement check to the payee, retrieve the
original State check fromthe payee. During the
phone call to FPU, the LDSS will receive instructions
concerning reinmbursenent if a local check was issued.
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G Check Cashed After

Stop Paynent Pl aced Agai nst Check

Responsi bl e
Party

FPU .

H. Check Cashed Bef or

Acti on

The bank voids the stop paynent request if the check
has been cashed on the sanme day. |If the check is
cashed the next day and the stop payment is in place,
the casher nust request replacenent fromthe
reci pi ent who received the cash.

e

St op Payment Request

Responsi bl e
Party

FPU

l. Procedure to Ensur

e

Acti on

The bank is checked for the status of the check.
Fraud action will be initiated by FPU

The locality will issue the replacenent check
foll owing procedures in C 4.c. above.

Rei nbur senent for a Locally |Issued Check

Responsi bl e
Party

FPU

LDSS

Acti on

FPU receives the affidavits, deternmines they are
correctly conpleted, and enters S84 or S86 into
VACIS. This updates the check status on the
Publ i c Assistance Paynent Hi story (CHPAHL) screen
i n ADAPT.

After FPU has updated the Public Assistance
Payment Hi story (CHPAHl) screen indicating a stop
paynment agai nst the original check, a local or
State repl acement check may be written.

The EWthen records the locally issued check using
Option 4 on the Check Handling Menu (CHVENU) .

This information is transmitted to the F10.2
report and upon receipt in the LDSS nust be
entered into LASER The LDSS will be reinbursed
via electronic transfer.
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J. How to request a copy of a cashed check

Responsi bl e
Party

LDSS

K. How to Process a Direct

Acti on

The LDSS sends a witten request for a copy of a
cashed check to the FPU. The letter nust include
t he payee name and address, case nunber, warrant
nunber, date of check and anmount or send a printed
copy of the paynment history.

Note on the request if a certified copy is needed
for court and include the court date.

Upon recei pt of the request, the FPUw |l send a
copy of the check to the LDSS.

Deposit Request

Responsi bl e
Party

dient

Eligibility
Wor ker

Acti on

The client nust provide a conpleted and si gned
Direct Deposit Enrollnent Authorization Form (#032-
03-672) and a voided check or deposit slip

The client is to conplete Section 1 of the form
Section 2 nust be conpleted by the bank if the
client does not have a voided check or deposit
slip.

The case nust be in the Ongoi ng node. The case
name must be on the bank account. The bank account
can be a checki ng or savings account.

From t he ADAPT Main Menu the Eligibility Wrker
will select Option 4, Case Uilities Menu (CUMENU) .
Transmt.

Sel ect Option 12, TANF Direct Deposit Infornmation
Enter the ADAPT case nunber. Enter “U (Update) in
Access. Transmt.

On the Case Utilities Direct Deposit (CUDDEP)
screen, enter the Institution Name. The account
nane is pre-filled with the case nane. Enter the
Account Type, “c” (checking) or “s” (savings).

” “oan

Enter the Bank Routing number, which is found at
the bottomleft side of the voided check, the
deposit slip, or Section 2 of the Direct Deposit
Enrol | nent Aut horization form (032-03-672). Enter
“vr” beside “V' for Verification.
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Enter the bank Account Number. This is the second
set of nunbers at the bottom of the check to the
right of the routing nunber or in Section 2 of the
Enrollment form Enter “vr” beside “V' for
verification. The account nunber is separated from
the routing nunber by a colon. Transmt.

A pop up box will ask, “Do you want to print the
letter?” This is the pre-note letter that is sent
to the client inform ng the client that the request
for direct deposit has been processed and
instructing the client to check the account nunber
and routing number to make sure the information is
correct. If the information is not correct the
client is to contact her Eligibility Wrker.

The worker will enter “y” to print the letter.
Transmt.

The direct deposit request is put into Pending
status. Allow seven days for the direct deposit
information to be verified with the client’s bank
Once the information is verified as correct the
direct deposit screen will beconme Active. The
direct deposit Active Status comruni cates to ADAPT
that this case is direct deposit.

L. Procedures to rei ssue benefits that did not electronically post (direct

deposit) to client’'s bank account.

Responsi bl e

Party
FPU ]
ADAPT .

Eligibility .
VWor ker

Acti on

As soon as a direct deposit is returned to VDSS,
FPU updat es the ADAPT check status screen to flag
the direct deposit with CD1 (Cancel Direct

Deposi t).

ADAPT automatical ly updates the Public Assistance
Payment History screen (CHSPHS) with information

that the direct deposit returned to the state and
pl aces the entry on the worker’s Action Due Li st

I nquiry screen.

The EW must check the Local Action Due |Inquiry
Listing during the first five days of the nonth,
and check the listing when a client reports her
TANF benefit is not in her account. A direct
deposit that did not post will be on the list with
the code (CDl1l) Cancel Direct Deposit. The worker
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nust take action to mail a check to all clients
listed. To access the Local Agency Action Due
Inquiry List, select option 8 fromthe ADAPT Min
Menu. Transmit. Select option 8 Check Handling
Action Due List. Transmt.

The EWis to mail the client the Direct Deposit

Gl osed Account/Incorrect Information letter (032-
03-674). This letter is sent to the agency printer
by ADAPT. The EWis to check the appropriate box
on the letter for the reason the direct deposit did
not post. The reason is located on the Direct
Deposit Uilities (CUDDEP) screen and the PA

Speci fic Paynent History (CHSPHS) screen. The
letter notifies the client that the direct deposit
did not post to the client’s account and for the
client to contact the |ocal agency. A copy of the
letter is to be put into the client’s file.

= The EWw Il issue the client a state check. Sel ect
Option 9, TANF Benefit Adjustment fromthe ADAPT
Main Menu. On the TANF Benefit Adjustnent screen
enter “u” in Access, enter 11 in Option, enter pay
ID # and the nonth for which the check is
requested. Transmit. Enter the appropriate
information to issue the state check

Not e: \Whenever the client changes the routing nunber
or bank account nunber CUDDEP will be put into
Pending. A new pre-note file will go to the client’s
bank. Allow seven days to verify the information. A
new pre-note letter is sent to the client and a copy
is put inthe client’s file.

M How to cancel a direct deposit

Responsi bl e
Party
Eligibility
Wor ker

Acti on

= Upon receiving a request in witing or the Direct
Deposit Cancel Request form (032-03-675) conpl eted
by the client, the worker will access the ADAPT Miin
Menu. Select Option 4, CUVMENU. Transmit. On CUMENU
sel ect Option 12, TANF Direct Deposit. On CUDDEP
press F5. A box will conme up to ask you to confirm
Enter “Y” for yes. Transmit. (Note: |If you enter
“N'" for no, no action will be done to the case.) The
request to cancel the direct deposit nust include the
client’s name, address, social security number,
signature and date. The formis avail able at
http://| ocal agency. dss. state. va. us/ di vi si ons/
bp/tanf/forns. cqgi.

= Send the client the Direct Deposit Cance
Verification Letter (032-03-676). The letter is
avai l abl e at http://Iocal agency. dss. state. va. us/
Di vi si ons/ bp/tanf/formns. cgi
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